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TOPIC:  Process to Donate Leave 
 
Where: Employee Leave Balance Page 
Who:   Employee 
When:  Anytime during pay period 
 
 
Purpose: 
An employee may donate their accrued or restored annual leave to any Federal 
employee on the Voluntary Leave Share program. The maximum number of use/lose 
annual leave hours a Leave Donor may donate is the lesser of the following: no more 
than half the accruals earned in the current leave year or no more than the number of 
hours remaining in the leave year for which he/she is scheduled to work.  The employing 
agency may waive these limitations under special circumstances.  The minimum leave 
amount an employee may donate is one hour.  Additionally, if the President has declared 
an emergency (i.e., Hurricane Katrina, etc.) he/she may donate leave to a leave pool to 
be used by those employees affected by the emergency.  Employees may not donate 
leave to their immediate supervisor. Once approved, a leave donation is not revocable.   
 
 
Request Procedure to Donate Leave within NASA: 

1. From the employee Leave Balance page, click on the Donate Leave within NASA 
request form link. 

 

 
2. All fields are required.  After completion click CONTINUE. If errors are applicable, 

they will be displayed at the top of the screen.  The SUBMIT REQUEST button 
will not be available until all errors are corrected.  If necessary, correct errors and 
click CONTINUE.  Review information for accuracy, read the certification and 
privacy act statements, and then click SUBMIT REQUEST (located beneath the 
privacy act statement) 
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3. After submitting the request, the user is returned to the request. At this point, the 

request can be withdrawn or comments can be applied to the request. To apply 
comments, type within the Comments section of the request; when finished, click 
APPLY COMMENTS.  The comments can be reviewed by the Approver, the 
NSSC HR office and the NSSC Payroll office 

 

 
 
4. The employee will receive an email notification that the request has been 

submitted and when the request has been approved by the NSSC Payroll Office. 
 
 

Request Procedure to Donate Leave outside NASA: 
1.  From the employee Leave Balance page, click on the Donate Leave outside 

NASA request form.  
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2. All fields are required.  After completion click CONTINUE. If errors are applicable, 
they will be displayed at the top of the screen.  The SUBMIT REQUEST button 
will not be available until all errors are corrected.  If necessary, correct errors and 
click CONTINUE.  Review information for accuracy, read the certification and 
privacy act statements, and then click SUBMIT REQUEST (located beneath the 
privacy act statement) 

 

 
3. After submitting the request, the user is returned to the request. At this point, the 

request can be withdrawn or comments can be applied to the request. To apply 
comments, type within the Comments section of the request; when finished, click 
APPLY COMMENTS.  The comments can be reviewed by the Approver, the 
NSSC HR office and the NSSC Payroll office 

 
 
4. The employee will receive an email notification that the request has been 

submitted and when the request has been approved by the NSSC Payroll Office. 
 
Request Procedure to Donate Leave – Emergency Transfer Program: 

1. From the employee Leave Balance page, click on the Donate Leave – 
Emergency Transfer Program request form.  
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2. All fields are required.  After completion click CONTINUE. If errors are applicable, 

they will be displayed at the top of the screen.  The SUBMIT REQUEST button 
will not be available until all errors are corrected.  If necessary, correct errors and 
click CONTINUE.  Review information for accuracy and then click SUBMIT 
REQUEST. 

 

 
 
3. After submitting the request, the user is returned to the request. At this point, the 

request can be withdrawn or comments can be applied to the request. To apply 
comments, type within the Comments section of the request; when finished, click 
APPLY COMMENTS.  The comments can be reviewed by the Approver, the 
NSSC HR office and the NSSC Payroll office 

 

 
4. The employee will receive an email notification that the request has been 

submitted and when the request has been approved by the NSSC Payroll Office. 
 

 
Approval Procedure: 
The request will be reviewed by the NASA Shared Service Center (NSSC) Payroll 
Office.  If modifications are necessary (example: employee does not have adequate 
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leave to donate) an email notification notating the modifications will be sent to the 
employee.  

 
Result:  
The request to donate leave has been completed.  The request is now routed to the 
NSSC Payroll office for final approval or disapproval. 

 
Upon approval, the request will be processed in the payroll system. 
 
Special Considerations: 
The request can not be withdrawn once it is approved. The form can be printed by 
clicking the PDF icon next to the leave request number. 
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